
                           

 

 

 

 

 

  

 

 

 
PRINCIPAL DUTIES AND RESPONSIBILITIES: Provides advice, counsel, and assistance to the commander/detachment commander and unit staff 
pertaining to military human resources administration. Understands, interprets, and implements service major command, national guard, and 
state regulations, instructions, policies and precedents pertaining to the full range of human resources actions. Plans, organizes, and 
administers the military human resources program for the unit. Oversees the staffing, classification, assignment, and utilization of personnel 
in accordance with programmed manning documents. Accomplishes a variety of military human resources transactions which may include 
appointments, enlistments, re-enlistments, separations, promotions, awards and decorations, duty assignments, transfers, officer and 
enlisted evaluations, security clearances, retirements, casualty affairs, weight management program, fitness program, payroll actions, etc. 
and forwards actions to the MPF. Ensures that all required supporting data is included to allow reconstruction of historical data and 
completion of human resources actions. Provides assistance and guidance to personnel at higher levels tasked with completing such 
transactions. As required, performs work relating to unit deployment requirements including establishment of deployment folders, passports, 
publication of special orders, etc.   Provides counseling to current and potential members. Provides information to members on benefits and 
entitlements, career and incentive programs, retirement, and other benefits. Provides assistance to dependents concerning benefits and 
entitlements. Ensures all necessary application forms are completed and forwarded to the host MPF and Retention Office Manager (ROM) for 
processing. Performs all  military human resources work relating to unit deployment requirements including address changes, passport 
applications, and unit Personnel Deployment Function (PDF).   Coordinates, administers and reports weight management and fitness testing, 
including developing a system for changes within the fitness testing requirements. Serves as medical liaison for military readiness issues.  
Administers and coordinates the Full Time Unit Support (FTUS) and Active Guard Reserve human resources (AGR) programs actions. Ensures 
communication and education of assigned unit members on various programs changes. Provides technical assistance to employees and 
supervisors concerning FTUS programs. Verifies/manages the Unit Manpower Document (UMD) and Fulltime Support Personnel Manpower 
Document for discrepancies and reports all findings to the Commander/Detachment Commander for resolution.  Provides assistance on 
various accounting and finance issues to assist members in military pay and military travel pay issues, problems, and matters relative to 
temporary duty, basic military training, technical training, annual training, special training, and other active duty requiring special orders. 
Serves as certifying official for military pay and allowances. GSU Point of Contact (POC) for issues or problems related to TRICARE and other 
benefits that require real time automated personnel identification system (RAPIDS) and defense enrollment/eligibility reporting systems 
(DEERS) processing, administration or maintenance. Provides assistance to dependents concerning benefits and entitlements. Contacts the 
Host MPF or medical squadron when necessary. Develops, establishes, and maintains work center training programs. Plans and schedules 
tasks and training activities for traditional status guard members. Oversees and conducts on-the-job training (OJT) for personnel. Creates and 
develops lesson plans. Ensures availability of facilities and training aids. Monitors the training status of personnel and ensures that 
supplemental and/or remedial training is accomplished. Incumbent is responsible for mobilization and deployment readiness of section 
personnel and equipment.   Oversees one or more traditional guard members.  As required, performs Staff Visits (SV).  Performs other duties 
as assigned.  
 

QUALIFICATIONS:  Must meet the physical qualifications outlined in AFI 48-123, as appropriate.  Must comply with the military duty eligibility 

requirements IAW  ANGI 36-101.  Knowledge is mandatory of: officer and airman classification systems and procedures; preparing and 

maintaining personnel records; assignment, promotion, testing, customer service, quality force, personnel readiness, PERSCO and 

deployment/mobilization procedures; interviewing and counseling techniques; policies and procedures relating to administrative 

communications, correspondence, messages, and general office management; overall organizational structure and its interrelationship with 

the mission; terminology and procedures employed within functional areas assigned; policies, programs, and procedures of agencies 
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administering and providing benefits to military personnel, retirees, and family members; PDS capabilities and applications; occupational 

survey procedures; benefit programs; and principles, policies, and concepts of personnel management.  Knowledge is mandatory of: 

techniques and procedures of systems analysis and design; software methodology; communications-computer processing; system operation 

and maintenance; system and equipment capability, capacity, and logic; and performance measurement, security, and resource management. 

NOTE:  Military Grade Inversion:  The military structure is preeminent over the full-time structure and military grade inversion within the 

full-time work force is not permitted.  The military grade of the supervisor must equal or exceed the military grade of personnel supervised. 

       Member must remain in the position to which initially assigned for a minimum of 24 months. 

Application Packages must include the following: 

(1)  NGB Form 34-1 (dated 11 Nov 2013)    

(2)  A copy of your current (last 12 months) “passing”  Physical Training Assessment Sheet.  Must have a passing PT Assessment before        

starting tour. 

(3)  vMPF RIP.  Must be no more than 60 days old.  Data Verification Brief (DVB) briefs or RIPs generated directly from MILPDS will not be 

accepted. All information to qualify you for an AGR Tour must be present within your RIP. If there is a system limitation causing your record 

to be incorrect, you must include the official supporting source document with your package. Pen/ink corrections on RIP could disqualify 

package 

(4)  ASVAB Scores and PULHES:    AF Form 422 (Obtain from 145 MDG).   Must comply with ASVAB and PULHES criteria as listed in AFECD. 

  Individuals selected for AGR tours must meet the Preventative Health Assessment (PHA)/physical qualifications outlined in AFI 48-123, 
Medical Examination and Standards. They must also be current in all Individual Medical Readiness (IMR) requirements to include 
immunizations. RCPHA/PHA and dental must be conducted not more than 12 months prior to entry on AGR duty and an HIV test must be 
completed not more than six months prior to the start date of the AGR tour. Individuals transferring from Title 10 (Regular Air Force or 
Reserve Component Title 10 Statutory Tour) are not required to have a new physical unless the previous physical is over 12 months old at 
time of entry into AGR status. 
 
Individuals on a DD Form 469, Duty Limiting Condition Report at the time of AGR physical package evaluation will not be deemed medically 
qualified. Individuals may apply for AGR tours as long as meet the aforementioned requirement and subsequently are medically cleared off 
any DLC/medical profile prior to starting a new AGR tour. An initial AGR order will not be published prior to ensuring the selected applicant is 
off any duty limitations before starting their AGR tour. 
 
 

 Airmen determined physically qualified for continued military service IAW AFI 48-123, Medical Examinations and Standards, by the State Air 

Surgeon (or designated representative) or Military Entrance Processing Station (MEPS) may enter on AGR duty immediately. 

(5)  Dental Classification:    1 or 2      (Obtain current SF 603A  from 145 MDG) 

(6)  Must have adjudicated Security Clearance before starting tour. 

(7)  Submit as one attachment. 

 

PLEASE READ DISCLAIMER:  Do not submit other documents unless specifically asked for in the announcement. 

 You, the applicant, are responsible for the completion and turn-in of your application, all contents, and attachments.  Incomplete 

applications will be considered “Not Qualified” because of lack of information. HRO is not responsible for incomplete packets.  Applications 

and associated documents will not be returned nor considered for future vacancy announcements.  Do not submit original documents 

EMAIL APPLICATIONS TO:  145fss.fulltimejobapplications@ang.af.mil   Applications must be received not later than 1600 hours (EST) on the 

closing date of the announcement. Applications received after the closing date/time will not be accepted.  Applications must not be mailed 

using government-supplied envelopes or postage.  

THE NORTH CAROLINA NATIONAL GUARD IS AN EQUAL OPPORTUNITY EMPLOYER 
 

Eligible applicants will be considered without regard to race, sex, religion, national origin, or political affiliation. 
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